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We have made additions to the below policies in light of the Covid-19 pandemic and resulting
impact on schools.

For further detail on the Behaviour and Safeguarding amendments, please refer to the individual
addendums for these two policies.

Child Protection/Safeguarding

See Safeguarding addendum

Health and Safety and infection Control

The school’s approach to social distancing and hygiene can be found in our whole School
Coronavirus Risk Assessment and Departmental Coronavirus Risk Assessments. We are taking
additional health and safety and infection control precautions including:

e Making face coverings mandatory for all staff, visitors and pupils in corridors and other
communal areas of the school where it is not possible to socially distance. Medical
exemptions apply.

e Encouraging the wearing of face coverings during lessons

e Using different entrances and exits for year group bubbles of pupils and staggering start and
end time of the school day

e Zoning playground areas and dining areas for different year groups.

e Encouraging good hand hygiene including regular washing and hand sanitisation where hot
water and soap is unavailable.

e Providing PPE to staff, including face coverings, face visors, tissues, hand sanitising gels,
sanitising spray and sanitising wipes.



e Following PHE guidance when a positive Covid case is identified in a staff member or pupil,
which can lead to self-isolation or bubble closures.

e Extra cleaning cycles and cleaners on site all day to regularly clean key surfaces and
communal areas.

e Daily deep cleans before and after school.

e All staff encouraged to ensure their teaching spaces or offices are well ventilated with fresh
air.

e Incorporated a one-way system for travel around the school site and in corridors.

e Visitor’'s procedures have been updated to include a covid questionnaire prior to being
allowed on site.

o No symptomatic personnel is allowed access to the school site. This includes procedures to
isolate and remove any personnel from the site that develops symptoms whilst on site.

e Individual risk assessments have been completed for all clinically vulnerable staff. All staff
have been informed that they can have an individual risk assessments specific to their
personal or household health needs.

e Social distancing is adopted where necessary and encouraged where appropriate at all times
including in the staff room, school shop, meeting rooms, offices and other communal areas.

e Exam protocols have been updated to include appropriate covid controlling measures.

e School visits and extracurricular activities have been restricted across all departments

Attendance

See separate attendance addendum

Staff Sickness and Absence

At CHSA the Staffing team have ensured that all staff have been informed of the procedures to follow
in the event of staff absence during Covid.

In the event of staff being unwell during a period of school closure, they should notify the
school before 7.30am by calling the absence line as usual stating the nature of their illness (if staff are
comfortable doing so). If they are able to set work for any lessons that require it then they should do
so, otherwise responsibility for work falls to the Head of Department or designated colleague.

Expectations of Teachers in Self Isolation

In the event a Teacher is self-isolating and well enough to work, the expectation is that they will teach
remotely from home and follow expectations as outlined to all staff.

This requires involvement with the Head of Department to:

e Determine which lessons will be taught from home
e Liaise with the cover team to organise a facilitator

Alternatively, a fifteen minute introduction to the lesson can be pre-recorded and played by cover
teacher.



Expectation of Teachers to provide work for pupils in Self Isolation

Departments are expected to make work available each week on Teams for those pupils who are self-
isolating. Wherever possible and certainly for exam groups the work should be the same as for those
who are in school so as not to disadvantage the pupils.

Codes for Covid related absence have been created and are recorded on a central spreadsheet
accessible by key stakeholders and they are follows:

S8 Was your absence due to you showing Covid symptoms?

S9 Was your absence due to a member of your household / student
in your class showing symptoms?

S10 Was your absence instructed by Track and Trace to self-isolate?
S11 Were you tested positive?
Carers’ Leave

If your child is suddenly sent home from nursery/school but has no symptoms you should apply for
emergency carers’ leave and contact staffing as normal.

Bereavement

e Grief and Bereavement policy created in response to the Covid-19 pandemic and approved
by Trustees in April 2020.

Behaviour

See separate Behaviour and Achievement policy

Staff Code of Conduct and Working from Home Guidance

During the coronavirus pandemic unless there are extenuating circumstances, teachers are expected
to be contactable remotely by colleagues, students and parent/carers. All communication to pupils
must take place during usual office hours. There is no expectation for colleagues to read or respond
to emails after 3.30pm. As in normal practice responses should be made to electronic messages within
two working days. For those who are on part-time contracts, communication is expected only on the
days on which they would usually work.

In order to maintain safeguarding at all levels any online contact between students and staff must only
take place through official school channels, which are:

e Claremont High School Academy email address only. No personal email addresses must be
used by either staff or pupils

¢ Microsoft Teams chat or video conference (through Claremont email address only)

e Group call messaging issued by central admin office.



Video Conferencing with parents
Staff should:

e Sit against a neutral background

e Avoid recording in their bedroom where possible (if that's not possible, use a neutral
background)

e Dress like they would for school

e Double check that any other tabs they have open in their browser would be appropriate for
a parent to see, if they're sharing their screen

e Use professional language

e No conversations should be recorded

Contact between students and staff through personal telephones or personal email accounts,
or any other third-party messaging software or video conferencing software (e.g. WhatsApp,
Zoom, Skype etc.), is strictly prohibited.

In order that all teachers can perform the minimum expectations outlined above; the school has
provided a range of training opportunities before any planned school closure. Teachers should ensure
that they have studied specific instructions, viewed walkthroughs and attended teacher training
sessions based on delivering a blended curriculum whilst adhering to the safeguarding policy. If
teachers require additional support with any aspects of remote learning they should consult their line
manager. The digital learning leader has and will continue to provide
useful sources of instructions/information which is available for staff to accesson the school
website.

Safeguarding during a school closure

In the event of a school closure, pupils, parents and teachers are reminded that the school’s Child
Protection and Safeguarding Policy still applies to all interactions between pupils and teachers. Inthat
policy, there are specifically prohibited behaviours and reporting obligations to which teachers must
adhere, whether they are at home, in the community or at school. More advice on safeguarding and
pastoral issues is available in the guidance for teacher’s document including guidance around pastoral
contact by the pastoral team or Form Tutors. Any questions or concerns about safeguarding should
continue to be raised to the Designated Safeguarding Lead.

Safeguarding while using Microsoft Teams

Chat Function

The chat function during a lesson can be used. Like any chat function, it could lead to bullying, or be a
distraction from learning. For misuse of the chat function please see BFL Addendum.

To disable chat for pupils, you need to create a 'messaging policy' in Teams and then assign it to pupils.
First, create your new messaging policy:

1. Login to the Microsoft Teams admin centre

2. Click 'Messaging policies' on the left-hand side

3. Click 'New policy' and give it a name (e.g. 'Disable chat')



https://docs.microsoft.com/en-us/microsoftteams/messaging-policies-in-teams
https://admin.teams.microsoft.com/
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Select the 'Chat' setting, and turn it off
Click 'Save'

Then, assign this policy to pupils:

1.
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Log in to the admin centre

Click 'Messaging policies' on the left-hand side

Click on the policy you've just made, then 'Manage users'

Search for the user you want to add, click on their name, and then click 'Add'
Repeat step 4 until you've added all of your pupils

Click 'Save'

Teaching Live Lessons

Teachers should:

Sit against a neutral background

Avoid recording in their bedroom where possible (if that's not possible, use a neutral
background)

Dress like they would for school — no pyjamas!

Double check that any other tabs they have open in their browser would be appropriate for a
child to see, if they're sharing their screen

Use professional language

Record live streams, so there's something to go back to later on if you need to, and keep a log
of who's doing live streams and when.

Ask pupils to turn their cameras and microphones off.



To record in Microsoft Teams:

In the meeting, click 'More options' (the 3 dots) > 'Start recording'

Wait for the recording to start (you'll get a notification saying 'Recording has started')
When you finish, click 'More options' > 'Stop recording'

Wait for the recording to be saved in Microsoft Stream (whoever started the recording will
get an email notification when it's ready to watch)
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To record a live event in Teams, check the 'Recording available to producers and presenters' setting
when you schedule your live stream. You can make the recording available for pupils too, by checking
'Recording available to attendees'. The recording will be available for 180 days after the event ends.
To disable chat for pupils, uncheck the 'Q&A' setting when you schedule your live stream.

Recording of Videos to share via YouTube

Teachers should:
e Record against a neutral background
e Avoid recording in their bedroom if they can (if that's not possible, use a neutral background)
e Dress like they would for school — no pyjamas!
e Double check that any other tabs they have open in their browser would be appropriate for a
child to see, if they're sharing their screen
e Use professional language

If teachers have a personal account where they've created playlists, they must set up a separate work
account.

Teachers must:
e Set their videos to 'Unlisted' so that only people who have the link (e.g. parents who you've
emailed) will be able to see the video
e Setthe audience as 'Made for kids', so that adverts won't appear at the start of the video, and
comments will be disabled

When uploading videos to YouTube:
1. Under 'Audience’, click 'Yes, it’s made for kids'
2. When they get to the 'Visibility' step, click 'Unlisted'

Large Group Events

o Parents Evenings will take place as calendared via a virtual meeting system. Parents/carers
will meet for their allocated time with the subject teachers remotely.

. Parents Information Evenings will take place virtually, with the information being shared via
video links and content which will be available following the event via the school
website. Specific pastoral and curriculum team members will be available to respond to
queries via a remote communication.

. Year group assemblies will take place remotely. The year team will access the assembly on
the scheduled day each week via a pre-recorded video link.

. College Assemblies will take place remotely once every half term for each college. Pupils will
access the assembly via a pre-recorded video.


https://support.office.com/en-gb/article/record-a-meeting-in-teams-34dfbe7f-b07d-4a27-b4c6-de62f1348c24
https://support.microsoft.com/en-gb/office/schedule-a-teams-live-event-7a9ce97c-e1cd-470f-acaf-e6dfc179a0e2

Safeguarding of pupils:

e Staff would continue to act on any concerns they have immediately with the Safeguarding
team

e Staff would continue to refer adults who have harmed or pose a risk of harm to a child to the
Disclosures Barring Service

e The School would continue to refer potential cases of teacher misconduct to the Teacher
Regulation Agency for the duration of Covid in line with Government guidance.

Remote Learning

Remote Learning Guidance has been produced and shared with all relevant stake holders

Premises Hire

e At CHSA, the lettings manager and SLT overseeing lettings are responsible for ensuring that
protective measures are adhered to.

e In the event of coronavirus- related cancellations, such as a local area lockdown, the school
will work with the individual/company to agree a suitable arrangement for postponing
payments for bookings that cannot take place and/or transferring payments already made to
a future booking when restrictions are lifted.

e When resuming lettings under some restrictions, we will make any adaptations required,
including reducing capacity in certain venues to allow for social distancing.

e Each company letting the premises will be required to submit a risk assessment to the school
prior to returning to use the premises/facilities on the school site. A copy of the school Risk
Assessment will also be shared with each company letting the premises and they must sign
to say that have read and will abide by the Health and Safety measures laid out in this
document.

e The school reserves the right to cancel any lettings if we do not feel they can take place in a
Covid safe environment.



